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Dear all my beloved people, 


You are holding in your hands the book “Business Writing for 
Beginners’ compiled by me. The book is written to help those 
who are looking to improve their vocabulary for Writing Business 
letters in Workplace. 


Nothing of value is ever so easy! Everything we want seems 
destined to be difficult or extremely difficult! But | believe that if 
we are consistent and focused on the goal we have set, we will 
definitely achieve it! 


This comprehensive e-book will assist you in developing your 
vocabulary and writing skills. Have fun learning! 
e P.s. Please do not copy and rewrite it. Thank you for 
respecting the hard work of the author. 


Best Regards, 
JEREMY NGUYEN 


How to write an email and letter for a beginner 


Useful phrases for writing an email 
and letter. 


() ? Introduce Formal and 
Neutral Language 


How to write effective openings and closing 
to Emails 


() A | Model email answer for 
your writing 


‘0 Useful phrases (Emails and Letters) 


STARTING: a 


e Dear Sir or Madam 
e Dear Mr/Mrs/Ms/Miss Brown 
e Hi/Hello 


ENDING: 


e Yours faithfully (after Dear Sir or Madam) 

e Yours sincerely (after Dear Mr/Mrs/Ms/Miss) 
e Best regards/ Kind regards 

e All the best 

e Bye for now 


GIVING REASON FOR WRITING : 


e |am writing with regard to / about... 

e |am writing to request/inform/erquire/comp 

e Justa quick to ask... 

e |am writing on behalf of... | Owed 

e | am writing to report that + clause (EX: | am Writing to report that my car has been 
stolen. rs, 

e | am writing this letter to expre my,concerpabout + Noun or Gerund 

Cae express my dissatisfaction with Fnoun or gerund. 


REFERRING TO PREVIOUS CONTACT : 


in about/ apply for... 


e Further to our previous meeting... 

e With reference to your letter dated (For example 09/12/2022) 
e Following your letter... 

e About your email... 


SENDING ANATTACHMENT OR ENCLOSURE : 


e | am attaching/enclosing... 
e Please find attached/enclosed... 

As you will see from the attachment/enclosure... 
Driiere iS... 
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OFFERING MORE INFORMATION OR HELP : 


e Do not hesitate to contact me if you require any further assistance. 
REFERRING TO FUTURE CONTACT : 


e | look forward to hearing from you 
e We look forward to working with you in the future. 
e See you soon 


INTRODUCING GOOD NEWS : INTRODUCING BAD NEWS : 


e | am delighted to... 
e |am happy to.../l am pleased to... 
e Fortunately.../Luckily... ! ru) e | am afraid (that).../| am sorry, but.../l regret that... 


REQUESTING : THANKING : 
e I'd be grateful if youwould send...” e | would like to thank you for... 


e We regret to inform you that... 
e Unfortunately.../Sadly... 


» 


Eryo™ 


L 


e Could you possibly sen ae e | appreciate your assistance with this 
e Can you send...? e |am grateful for... 
e Please send... e Thank you for.../thanks for... 


APOLOGISING : 


e My apologies.../Sorry/l am sorry that... 
e | am writing this letter to apologize for + Noun or gerund 
e Please accept my apology/I sincerely regret it.. 


INVITING / ACCEPTING / DECLINING : 


e Would you like to...?/Do you want to...? 
e That would be great/I'd love to/That sounds great. 
e |'msorry, but I'm busy/I'm afraid | can't 


ARRANGING : 


e Can you meet at (time) on (day)? 
e What day suits you? 

e Look forward to seeing you there. 
e See you next week 


CHECKING AND CLARIFYING : 


e |am writing to check/confirm that... 
e | don't understand what you mean... 
e Do you mean...?/ Are you saying that...? 
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Introduce Formal and Neutral 
Language 


FORMAL AND NEUTRAL LANGUAGE : 


FORMAL NEUTRAL 


ey 7 oe 


. i se 
Permit | perce) ° Let 
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NEUTRAL AND INFORMAL LANGUAGE : 


NEUTRAL INFORMAL LANGUAGE 


DIRECT AND INDIRECT LANGUAGE : 


DIRECT INDIRECT LANGUAGE 


pai, © 


» 
t 
° 
> 


FOR EXAMPLE Email A: eng 


¢ 
Vep 


Dear Ms. Amanda, PooK 
lam writing to inform you about the upcoming project meeting on 
Saturday. Will we be expected to submit further information regarding 
the prior meeting's topic? 
It would be splendid if you could inform us at your earliest 
convenience. We would appreciate it. 
Sincerely, 


=> Email Ais formal 
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02 How to Effective Openings and 
Closing to Emails 


OPENING SENTENCES: 


Verb Phrase (Formal) Noun Phrases: 
e | am writing to ...+ verb phrase e lam writing regarding... + Noun 
e ...request some information phrases. 


... my order 
...the advertisement 
...the package you sent me 


e ...inquire about your program 

e ...inform you about/of our new product 
SOME EXAMPLES USING MOR 
NEUTRAL VERBS: 


== [na more neutral style, you can use 
"about" instead of "regarding" 


Y 


e ask for some information 


e ask about your program : REPLYING: 
e tell you about our new produ «© eee? ‘ 
e,,, (o*@ 1am writing in response to your email 
e | amwriting about... + Noun phrasés. requesting information. 
_.. my order => |n amore neutral style, you can write: 
the advertisement e Thank you for your email asking about 
..the package you sent me our new software. 
LESS FORMAL STYLE: EMAIL OPENING SENTENCES: 
e | wanted to... + Verb phrases. More Formal: 


... aSk for some information 
...let you know about our next conference 
..ask about your new service agreement 


FRIENDLY CLOSING SENTENCES: 


e |am writing to request for some 
information. 

lam writing regarding my order 
lam writing in reference to your 
advertisement. 


e | look forward to +... V_ing 


; More Neutral: 
... hearing from you soon 


...meeting you e | wanted to ask about the meeting 
..working with you e | wanted to ask about the package 
you sent me 
e Thank you for your email asking 
about our new product. 


=> If you're asking the reader to do 
something in advance. 
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e Thank you... e Again 


..for your help e Again thank you for all your help 
..for your consideration e Again | apologize for the late delivery 
..in advance e Again congratulations on the award 
e Please meee: i" . 
e Please let me know if you have any ere eLOe le pouueee Wwe Repeat HS ina 
: purpose of the email by using the word 
questions 


e Please let me know if there's anything "again" 


else | can do 
e Please feel free to contact me if you 
need any more help ¢ Formal style: 
o Yours faithfully, (if you don't know 
the name of the recipient) 
o Yours sincerely, (if you know the 
name of the recipient) 
e Friendly or Neutral style: 
o Best wishes, 
o Best regards, 
o Love, 


e Conclusion: 


Notes: 

e Accessibility: Using language and 
structure that will make your letter or 
email more understandable to the 
target recipient. 

e Recipient: The person receiving your 
letter or email. 


Model email answer for 
your writing 


O-l 


e In this part, | will go through six basic subject categories and sample letter 
writing, as well as provide keywords to learn and highlight sentences that stand 
out in the writing. 


1.COMPLANT LETTER: 


TOPIC 1: 

e You and your family are living in rented accommodation in an English- 
speaking country. You are not satisfied with the state of some of the 
furniture. Write a letter to the landlord. 

o In your letter, you should introduce yourself, explain what is wrong 
with the furniture and say what action you would like the landlord to 
take. 
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OC 
‘@ 
Sample letter answer 


Dear Ms. Laura, i 


lam your tenant from Flat 7 on Ackland Street. We met each other when | signed 
the rental agreement in your office. 


| have lived here for 6 months now and | am writing to complain about some of the 
furniture. As you may remember, the dining table is in very poor condition and has 
uneven legs. /t also does not match the dining chairs, as these are too low to be 
comfortable for a table of that height. When | first pointed this out to you, you 
agreed to provide a brand-new dining set. However, you’ have not gone so | would 
really like to resolve this matter as soon as possible. _ | 


If itis more convenient for you, perhaps you could Bonn replace the table by 
finding one of a suitable height for the chairs. This would solve the problems 
without too much cost, so | hope you agree to this proposed solution. 


| am looking forward to hearing from you. 
Yours sincerely, 


Wiliam Smith 


Explaining: 
To create persuasion, the writer must show sincerity and goodwill; The words in the 


letter must be both strong and reasonable. The words used in the greetings at the 
beginning and at the end of the letter are Dear Ms. .../Yours sincerely, 


First, the writer introduces himself by giving specific information: Flat 7 on Ackland 
Street/lived here for 6 months; then presents the remaining two key contents that 
the topic requires: informing about the problem of household appliances that makes 
the writer unhappy and proposing a solution. 


Highlights in the above letter: 


1.It also does not match the dining chairs, 2. If it is more convenient for you, perhaps 
as these are too low to be comfortable you could simply replace the table by 
for a table of that height. finding one of a suitable height for the 
=> |n this sentence, "as" does that mean chairs. 
"because", it can be replaced with => This sentence offers a way to solve the y 
"for/because". problem with polite, flexible language, wi 


the word "By doing something" 
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O 
OC 
C) 


1.A landlord (noun) is a person who rents land, a building, or an apartment to a 
tenant. 
=> (et out/rent out a flat 
2. tenant (noun) a person who occupies land or property rented from a landlord 
3. flat = apartment/room/property RIFIESS 
4. sign the rental agreement = sign the contract/lease 


-> solve the problems = tackle... 


2. APOLOGY LETTER: 


TOPIC 1: 
e Your neighbors have recently written to you to complain about the noise 
from your house or flat. Write a letter to your neighbors. 
o In your letter, you should explain the reasons for the noise, apologize 
to them and describe what action you will take. 


Dear Mr.John, 


| was shocked to get your letter saying that the noise from my house has been 
spoiling your evenings and causing you some distress. | am really, really sorry 
about that. | had no idea that you would hear so much, so | hope you will accept 
my apologies. 


As you may have suggested, | am trying to refit my kitchen in the evenings when | 
get home from work. Unfortunately, it is all taking longer than expected and | 
have been having problems with getting things to fit properly. This has meant a lot 
of banging and hammering. 


As the kitchen is still not finished, | have decided to callin a professional builder 
who will finish it in the next day or two. He will work only during daytime hours, so 


you won't be disturbed in the evenings again, | promise. 


Sorry to have caused these problems. 


Best regards, 


ry Sebastian 08 
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Explaining: © 


In the letter, the writer has developed the content thoroughly by outlining the issues 
arising from the kitchen renovation. The main body of the letter starts with an 
apology, followed by an explanation of the cause of the incident, and finally, a 
proposed solution. By doing so, the writer demonstrates a commitment to resolving 
the problem and restoring the kitchen to its former. 


Highlight sentences: 
Sentence: Unfortunately, it is all taking longer than expected and | have been having 
problems with getting things to fit properly. 
Explain: 
The phrase "take longer than expected" means the word "than expected" is the 
shortened form of "than it is expected", and can be replaced with 'than | expect'. 

e "Have problems with doing something" with the same meaning as the phrase 

"have difficulty in doing something" 


Highlight vocabulary: 


1.Be sorry about that = apologize to somebody = make (or offer) / accept an 
apology 

2.spoil your evenings: meaning 'annoy' = cause somebody some distress = disturb 
somebody = bother somebody = cause somebody trouble 

3. Refit = repair = get things to fit properly = maintenance of something 


NOTES: 
e TAP: A method for sending effective reminders. TAP stands for Timeline, 
Alternatives, Peskiness 
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3. 


INFORMATION LETTER: 


TOPIC 1: 


Write to an English-speaking college to inquire about taking a course there. 
You should ask about the course and its expenses. As you will be currently 
living at the college hostel, you must confirm that the rate offered to you is 
valid. 


Dear Sir or Madam, 


lam expecting to start at the University of Dayton in Ohio next fall. | understand 
that the course information booklet is not yet ready for distribution. However, | 
wonder if you could answer some questions that | have at this time. 


Based on what | have heard, every English major is obliged to do four papers 
throughout their first year of college. |am wondering what | need to study for the 
papers on these subjects, and if | will be able to learn other things at the same 
time. 


In addition, could you also tell me about the course fees? | have a scholarship, 
but lam not sure if it will pay all of my living and tuition expenses. Furthermore, | 
am enrolled at the University of Dayton in Ohio. The weekly rate has been set at 
$400 USD. Could you please confirm this information? 


Thank you for taking the time to answer these questions. | really appreciate your 
help. PIE 


Yours faithfully, a 
Explaining: 


e This subject involves a letter requesting information. To compose this letter, 
you must clearly identify the issues needed and confirm the information 
mentioned in the topic. 

e In turn, the writer offers in full the information that the topic requires: 
essays on first-year courses and study of other subjects, tuition and 
scholarships, and particular dormitory fees. 
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Highlight vocabulary: 


1.! wonder if... = | would like to make an inquiry about... 

2.Could you inform me of...? = Could you tell me... = Could you keep me informed 
of/about...? = Could you possibly confirm this information? 

3.Fee/cost = expenses = course fees = tuition fee = accommodation fee 


Highlight sentence: 


/ understand that the course information booklet is not yet ready for 
distribution. However, / wonder if you could answer some questions that | have 


at this time. 

e Comment: When writing a letter requesting information, it is critical to 
clearly express what you already know, what you want to know, and what 
needs to be confirmed. The writer used several expressions in the sample 
letter, including I expect.../I understand.../I have heard.../I wonder if.../I do 
not know whether... 


You can take note in the blank below: 
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A. THANKS LETTER: 


TOPIC 1: 
e You recently completed a brief English course in an English-speaking nation. 
You've arrived back home, and you deeply like one of the professors. 
e Write a letter to the teacher. In your letter, you should: 
o express thanks to your teacher 
© give reasons why you want to thank him/her 
o tell him/her what you plan to do next 


Dear Mrs. Elizabeth, 


| am writing to express my appreciation for teaching me English last summer. When | 
initially moved to South Africa, | was concerned that | would not be able to 
communicate effectively in English. However, your perseverance and dedication 
over the last two months have significantly enhanced my speaking abilities in sucha 
short amount of time. 


| was first really afraid about speaking English in class. But | soon realized that many 
of my students were in the same predicament as me. Your support was also 
incredibly beneficial, and | became less hesitant to speak in class in general. 

When | returned to my motherland. | informed my mates about my fantastic English 
teacher this summer. They were all jealous of how much my English-speaking 
abilities had improved. 

School is starting again in two weeks. | am getting my school supplies and uniform 
ready now. | hope my summer in South Africa will assist me to do well in English this 
school year. 

Thank you again for your kindness and for teaching me English. 


Yours sincerely, 


Lisa Amanda 
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TOPIC 2: 
e You have returned to your homeland nation as a student. Write a thank you 
letter to your homestay family describing what you found interesting about 
your stay. 


Dear Mr. John and Mrs. Owaga, 
| would like to express my gratitude for your hospitality throughout my stay with you 
and your family. / am deeply impressed with the beauty of Japan and the 


enthusiasm of Japanese people which make me feel so lucky to have visited so 
many places of interest and made quite a few friends while | was there. 


| miss you and your two children, Lala and Zozi. Spending the entire day with them 
made me feel at ease and really improved my spoken Japanese. 


| will never forget your cuisine or our enjoyable talks. When | returned to the United 
States, | could not stop telling my parents and friends about my experiences in 
Japan. 

| would love to visit you in a year or two and hope to see you all then. 

Wish you all the best! 


Yours sincerely, 


Sebastian Smith, 


Explaining: 


e The topic requires the formation of a thank you letter. To write an excellent 
letter, you must clearly identify the issues criteria and clarify the facts 
presented in the topic. 

e The primary body of the letter fulfills the topic's standards. The writer began 
by thanking John and Owaga, then described wonderful events, lovely 
scenery in Japan, their children, and lunches and dinners. 
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Highlight sentence: 


Sentence: | am deeply impressed with the beauty of Japan and the enthusiasm 
of Japanese people which make me feel so lucky to have visited so many places 
of interest and made quite a few friends while | was there. 


Explaining: 


e The major element of this statement is bolded in black and is used to connect the 
two phrases "the beauty of Japan" and "the enthusiasm of Japanese people" 
and link them together. 

e Following a main clause consisting of an adjective clause beginning with 'which' 
and atime adverb clause beginning with 'while,' the word and is used in a clause 
beginning with 'which' to connect the two phrases together to make a complete 
sentence. 


Notes: 
e Use correct tenses. In this sentence, the writer has used the infinitive of the 
perfect tense 'to have visited... and made...'and the simple past tense 'was' in 
the clauses beginning with 'which' and 'while' to describe things in the past. 


Highlight vocabulary: 


e Express one's gratitude for... = be grateful to... 

e Hospitality = enthusiasm = hospitable (adj) = enthusiastic (adj) = generosity 
(adj) = generous (adj) 

e could not/cannot help doing... = cannot help but do something 


You can take note in the blank below: 
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5. REQUEST/ADVICE LETTER: © 


TOPIC 1: 
o There are plans to upgrade and boost the number of flights at your local 
airport. You live close to the airport. Write a letter to your local authority. In 
your letter, 
o say where you live 
o describe the problem 
o say why you do not want the development to take place 


Dear Sir or Madam, 

| have just read in the local newspaper, The New York Times, that there are plans to 
expand the local airport here in Ohio and to increase the number of flights to and 
from it. | live on Indiana State Line Road, which is fairly adjacent to the airport, and 
would like to share my displeasure with these plans. 

The projected expansion has two major disadvantages. First off, there will be 
significantly greater noise from entering and leaving planes. Second, there will be a 
considerable increase in traffic on surrounding highways. The majority of this traffic 
would be big cargo vehicles, which are unsuitable for the roads here. 

According to the newspaper article, one of the aims of constructing the airport is to 
generate work opportunities, although this is obviously not necessary because we 


already have full employment here. 


| sincerely hope that you would consider the enormous problems that this 
development will bring to local communities and not allow it to take place. 


Yours faithfully, 


R'Bonney Smith 
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Explaining: 


e In this request/advice letter, candidates must apply in writing to the local 
council. Since this is an official letter, you should pay close attention to the 
phrasing. The introductory and closing greetings in the sample letter above are 
both formal and professional. 

e The writer has stated the facts provided in the article (about the proposal to 
expand the airport in Ohio) and has deployed the letter's content in accordance 
with the topic's three requirements: description of their location and difficulties. 
The issue that emerges with expanding the airport and why | am opposed to 
airport development. 


Highlight sentence: 


Sentence 01: | have just read in the local newspaper, The New York Times, that there 
are plans to expand the local airport here in Ohio and to increase the number of 
flights to and from it. 


Sentence O02: | sincerely hope that you would take into consideration the enormous 
problems that this development will bring to local communities and not allow it to 
take place. 
e Explain: The phrase "take into consideration" has the same meaning as the verb 
‘consider', but the writer changes the verb consider into the noun consideration 
helped the sentence become more formal and professional. 


Highlight vocabulary: 


1.expand = expansion = enlarge = enlargement 

2.dismay = worry = disappointment 

3. propose = suggest = advocate 

4.arriving and departing aircraft = airplane = aeroplane = plane 
5.Massive = enormous = dramatic 

6. traffic = vehicle 

7.heavy goods vehicle = truck = lorry = big cargo vehicle 

8.be suited to = suitable = fit 

9.in the locality = local community = local authority = local area 
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6. INVITATION LETTER: 


TOPIC 1: 

o You have a friend who speaks English and lives in another nation. His son 
is taking a little break before starting college. Write a letter to a friend. In 
your letter, you should 

o invite your friend's son to come to your city 

o introduce some interesting places to visit 

o say something about the weather in the city you live 


Dear Sebastian, 


Thank you for your letter, / bet you are really proud of your son for getting a place 
at college in the United Kingdom. You claimed that he was intending to do some 
traveling before starting his studies there. | may consider this a chance to invite him 
here for ashort stay. 


As you know, Ben has several places of interest. The Emperors' Tombs and the 
Imperial Citadel are good examples of ancient architecture. They are bound to 
intrigue your son's attention, given that he plans to study architecture. About 50km 
from the city, there is Bournemouth Beach one of the most attractive and beautiful 
beaches in the country. In the summer, it captivates Brits searching for a calm, 
seaside long weekend in South England. 


Aside from these locations, |am persuaded that he will enjoy the marketplaces in 
this country, where bargaining is as complicated as it is in your own. 


The weather is scorching this time of year, although it occasionally rains, which helps 
to cool everyone off. 


Best wishes, 


Thomas 
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Explaining: 


e Towrite this letter, you must clearly outline the topic's requirements and specify 
the needed information. 

e The sample letter specified the standards and guidelines of the topic and 
fulfilled all three criteria of the topic. The letter's language is fairly informal; for 
example, the writer used the recipient's name at the beginning and the words 
Best wishes at the end. Furthermore, the precise use of several linking words 
assists in the letter's coherence. 


Highlight vocabulary: 


1.! bet... = | am sure... = My betis... 

2.get a place at college = start his studies = be enrolled in the university 
3.plan to = intend to = have an intention to = prepare for = mean to do 
4.architecture = structure = building 


Highlight sentence: 


Sentence 01: / bet you are really proud of your son for getting a place at college in 
the United Kingdom. 

e Explain: | bet is a phrase used in a casual sentence. When explaining the idea of 
attending university, the writer uses the word "getting a place at college" rather 
lightly. 

Sentence 02: Aside from these locations, | am persuaded that he will enjoy the 
marketplaces in this country, where bargaining is as complicated as it is in your own. 

e Explain The phrase "aside from" means that "Besides" 


THE END 


This is all about the six different forms of sample writing letters that 
I've mentioned. Now it's your chance to start practicing with the 


topics listed below. @ 
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Here is topics for all of you to practice 


1.One of your friends recently held a birthday party, but you were unable to 
attend because you did not inform your partner. Write a letter to your friend. In 
your letter, 

e apologize for missing the birthday celebration 

e explain why you missed it and why you didn't tell your friend 

e and say what you would like to do to show that you are sorry 


2. You have recently moved to a new apartment. Write a letter to a friend. In your 
letter: 

e explain why you have moved 

e describe your new apartment 

e invite him/her to pay a visit 


A Request Letter 


1. You've determined to start a business for which you would like to achieve the 
facility of a bank loan. In your letter, write the following: 

e Why you are writing the letter 

e What is the amount of bank loan you need 

e When you are able to repay the loan 


Letter of Complaint 


1. There have been issues with the changing rooms at the sports facility that you 
visited. You have protested multiple times, but with no success. Write a letter 
to your manager, in your letter you should: 

e describe what the problem with the changing rooms is 
e say what happened the last time you complained 
e explain what you want the manager to do. 


2. At college, you share a dorm room with other students. This arrangement has 
various problems that make working tough for you. Write a letter to the 
institution's accommodation officer. In your letter, you should say: 

e describe the situation 


e explain the issues and why it is tricky to work 
e and how you want the situation addressed. 
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A Letter of Explanation 


1. You are organizing a vacation overseas and will be visiting an old friend's 
hometown. You haven't talked to this friend in a long period of time. Write a 


letter to your friend. In your letter, 
e Give your friends a brief update on your lifestyle since the previous time you 


met. 
e Explain why you are visiting his/her town. 
e Tell them what you expect to do when you visit their town. 


An Application or Resignation Letter 


1. You've made the decision to leave your job position. In your letter, write the 
following: 

e Explain your purpose for writing. 

e Explain your reason for leaving the corporation. 

e Informed your boss of your objectives after quitting your present position. 


An Invitation 


1. You're organizing a workshop for your corporation. Invite the manager of 
some other department to give a speech at the conference. Write a letter to 
your manager, in your letter you should: 

e provide information on the seminar 

e encourage them to deliver a presentation 

e and explain why you are inviting them. 


©) THE END 
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THANK YOU FOR YOUR 
PURCHASE! 


BY JEREMY NGUY 
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